APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICE OF THE SECAETARY OF STATE

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Managemant Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Schaduling Section, N

FOR AGENCY USE 11 Agency Address FOR RECORDS mummem usE
Amhc,“mn Orte Dept., of Offender Rehab. ) Acplication Number
#2 Martin Luther King Jr. Dr. . . COoJ 83 8 L" 8
Application Number Atlanta, GA 30334 [ Dete Recaived Dets Completad
it o
. JUN 6 1983 | TUND 1 ToR3
Person to Contact - Working Title Telephons Number
_2quan_ ﬁg“'ls 3 ' ' Records Management Officer C 656-5561
3. Action Requested , : ——
3. B Estabisn Retantion Scheduie; record will continue to accumu!ate : ' .
b. ' O Disposs of present accumuletion; no further accumulation anticipsted. oo : :
¢ 0 Amend Application No. Check One: O Change; [ Supercede: (I Void
4, Datss of Seriss 5. Records Seriss Title {followed by t'tle used in affice; if different)
Earliest Latest
1982 ' I Present ‘Head Count Forms (Agency-w1de Common Schedule)
€. Division and Qffice Function What is the function of the Division and the Office in which this record serias is created?

The Custody and Security.Division's are responsible for the Custody, treatment and
security of inmates in Sate and County mstltutlons

. Record Serias Description This file contains the follnmng dowments (inciude form numbers and titles, if anyl:
Attach amphs of the file,

Documarits relating to: . _ . .
accountmg for inmates at various times during the day.

Included are: Count sheet forms listing each dorm/cell number and building used

An physically checking off inmates who have returned. These forms may be used

at any timé deemed necessary by officials (after each shift, at end of day, after
breakfast, etc.) to account for inmates.
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File is arranged: Chroticlogically 1 TR A LA
8. Monthiy Refarsnce Rats How often are records referred to which are:
One to six months old _Serdom . chen 1o twalva months old — O Thirtsen to twenty-four months old ;
twentv-fwe months and older ? _ ) ) :

8. Annual Aate of Accumulation of Rmrds B .
_ Lettorsizedrawers . Legal-cize drawsrs e . Shelves ____ ; Other (spacify) . varies
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YES | NO | 10. Questiounsire (Place an "X in the proper column} ____ _ - R

3. Is this the official copy of the series?

x , If not. where isit?

h. Does the saries contain eonﬂdmﬁal mformauon nqumng security handling? If yes, cita law or ngulation

X ]| e lsthisa vital rocord?

X | d. Does this series have historical or fong tesm research n!ue?

¢. When one or two documents in the fils make it necessary to keep the entire file for a long period, could thess

A documenis he schedyled moaratalv?

Xl th mmmﬁmmmmﬂwiﬁmmhﬁﬂuﬂﬂm copy

g s ﬁn mformmon contained in this serias ever analyzed and/or recorded in a summarized repart?
X If

h. Is thln 2 duplication of this series in your office, or in ancthaer offics or agencv?

x It yes. where?

X J_IMMMMMWW?
X _{__{. Does the record seriss result in 2 epmoutsr printout?

. Retsndon chummnts " The following requires the sarias to be kept:

‘s Sutelaw - ‘ _ years. 4. Audit period R L yeus.
b. Statute of limitation : - . L YeRTS. © . e Administrative nesd . 30 days—~ewk
¢ Federal law i Ye&rs, : f. Faderal retention instructions . years.

Attach copy o excert of faws or regulitions. Explain administrative nded.

Office reference’ requirements =~~~ - - s et STt - Lo

e - B

12.Appondbisposinonlnmucﬂom Thlsmncvreemnmndsﬂnstﬂnhlewmbewtoﬂatd\emdofud\
" 'O Calendar Year; O Fiscal Year; Ck Other _month . —__then,

Ho'd in the currant files ares . _monthis) 30_days _ yessi); then
O Transtor to Jocal holding srea; hokd year{s): then .

O Transfar to State Records Canter; hold - year{s); then

) Destroy.

3 Transfar to State Archives for permanent retentican,

O Other (Specity/

Thesa inmstructions apply to all prior and future accumulations of the series.

Records Manasgement Officer [Signature/ Date

‘/’7;’ CHaven dlovs !;75%3

Stata Records Committee [Signature)

Recommendations in para- ) T - - "

graph 12 are approved. State Auditor/Designes (W - éa/?"f)

{If disipproved, attach letter AT !“ ) S
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